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During the Term 

A minimum of 7 days in advance, students 
must self-book all in-person exam, test, or 
quiz bookings using our Clockwork system. 
We recommend booking everything at the 
start of the term. Note: Deferred test bookings 
must be submitted via the deferred exam 
booking form available on our website. 

Late bookings will not be accepted by our 
office, and you will be expected to write in-
class without accommodations. 

After booking your test, you will receive a 
confirmation email. If you do not receive this 
email, you are not booked. 

Use Clockwork at anytime to check your exam 
booking details under “My upcoming events”. 

Note: The status of your exam will be listed as 
“tentative” until a copy of the exam is received 
from the instructor, your exam is booked, and 
you are set! 

Registrar Scheduled Final Exams 

The Exam Centre will automatically book you 
to write Registrar Scheduled Final and 
Deferred Final Exams in an Exam Centre 
space.  

A copy of your accommodated final exam 
schedule will be sent to your UCalgary email. 
Note: Date and time changes are not possible. 



Arriving for your Exam  

 
Please come at least 5 minutes before the 
start of your test. Your writing time will not 
be adjusted for late arrivals. 

Limited locker space is provided to store 
items not needed or allowed in the exam 
centre. We recommend not bring anything 
large or bulky as they will not fit. 

Bring your student ID, pens, pencils, erasers 
and other instructor-allowed test materials 
into the Exam Centre.  

The Exam Centre does not provide the 
resources for your exam. You are 
responsible for bringing your own pens, 
pencils, erasers, calculators, non-Bluetooth 
aux. headphones, etc. 

Note: Items must be in 
a see-through bag, 
and calculators must 
have their covers 
removed. 

 

 

 

 

 



 

Allowable items 

• Small snacks (not noisy or smelly) in 
clear containers.  

• Noiseless fidget devices that fit in the 
palm of your hand and do not visually 
distract (i.e. no spinners) 

• Sound-blocking devices  
o Ear plugs (bring your own, or use 

the ones we have) 
o Ear loops (without the case) 
o Over the ear hearing protection 

(Headphones are not considered 
ear protection)  

 

Disallowed items 

• Wallets 
• Cellphones 
• Electronics (Bluetooth, smartwatches, air 

pods, etc.) 
• Coats/jackets (at our discretion) 
• calculator covers 
• non clear cases/bags 
• papers/sticky notes 
• hot food or food that requires cutlery 
• items that obstruct the testing space 

Please be respectful of our space and 
other students 

• Do not wear strong scents. The exam 
centre is a scent-free environment. 

• Do not take off your shoes or put your 
feet on the seats. 
 
 
 
 
 
 



 

During your Exam 
No Talking 
There is no talking permitted in the testing 
area. However, proctoring staff may need to 
briefly speak to individual students for 
various purposes. 

Questions 
If you have a question during your test, please 
take your test to the front proctor desk and 
staff will assist you.  

Bathrooms 
Bathrooms are available during your test. 

Please ensure ALL test materials are left at 
your desk and that you place your name on 
the bathroom log so that we know your 
location, you do not need to check in with 
staff before doing so. 

Finishing your Exam 
Sign out 

When you have finished your test: 
• Gather your items and test.  
• Proceed to the proctor desk.  
• For typed test responses, ensure you have 

saved your file to a usb and provided it to 
proctoring staff for printing. 

• Staff will confirm your name on the 
envelope. 

• Staff will place your test papers into your 
exam envelope, seal with tape and ask you 
to sign the envelope acknowledging that 
all test pages were placed inside. 
Staff will confirm if you may leave the 
Exam Centre immediately or if you must 
remain due to your stay time. 
 
 
 
 
 
 
 



Stay Times 
All students are required to remain in 
the Exam Centre for at least 30 minutes 
past the class start time. For example, if 
your class begins writing at 4:00 pm, you 
will have to remain in our office until 4:30 
pm.  

During this time, you cannot use any 
electronic devices (computer/ phone/ 
tablet) or leave the Exam Centre. 

Contact Us 
If you have questions or require assistance, 
please contact us at: 

MacEwan Student Centre 460  
Phone: (403) 220-3868  
E-mail: access.exams@ucalgary.ca 
ucalgary.ca/student-services/access/current-
students/book-your-exam 
 
Administration hours:  
Monday - Friday, 8:30 a.m. – 4:30 p.m. 

Exam hours:  

Monday - Friday, 8 a.m. – 8 p.m. 
(Summer, Saturday, and final exam hours 
vary) 
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